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Create a New Event - RESEA
PATH: Schedules > Events Calendar 
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Skip “Filter Criteria” and scroll to the bottom of the page | Click “Add Event” button to add a new event
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Event Information: Select RESEA as the Event Category.  Add the Event Title as shown below and include the 

name, date, and time scheduled in the Event Title (this information will help you find the event on your Event Calendar 
| Enter Class Size, as appropriate. | Allow staff registration Over the class size: Answer: No | Click the Next >> button
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Event Information: Schedule | Calendar display details. “Schedule Type” can be recurring or 
one-time, as appropriate for your Workforce Solutions Office space and staffing capabilities.
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Enter Date of Event

Will duplicate Event Date

Enter Event Time

Enter Event End Time



Associated Office(s): Event Region will display your Board. | Choose local assigned 
office from the “Event Office” dropdown menu. Click Next >>
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Event Location: “Copy address information from:” If you select your office from the dropdown menu and click 

“On Site Event,” the system will auto-populate the address information for the office selected. | If the event is 
occurring at an alternate location, leave “None Selected” in the “Copy address information from” dropdown menu, 
click “Off Site Event,” and manually enter the off site address | Click Next >> 

IMPORTANT:  Leave the “Directions” box Blank - if text is added in this field, it could cause the RESEA Orientation 
Letter mailing process to fail.
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Event Location: cont.  | Once the office is selected – the Address, City, State, and Zip Code will pre-

populate | This is how the completed page will appear | Click Next >>

IMPORTANT:  Leave the “Directions” box Blank - if text is added in this field, it could cause the RESEA 
Orientation Letter mailing process to fail.
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Attendance Tracking: “Customer Group” select “Self-Service/Registered Individual Only” from the 

dropdown list when scheduling an RESEA Orientation event | Click Next >>
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Attendance Tracking – Tracked Services: Highlight the RSO – (311, RSO) RESEA Orientation service for 

an RESEA orientation Event | Click the down arrow to move the highlighted service (RSO – (311, RSO) RESEA 

Orientation) to the bottom box |

IMPORTANT: The “RSO” service must be moved down to the bottom box to work as a tracked service and
auto-post the RSO – RESEA orientation service to event attendees’ Activities – Service Plan page. 

10



Attendance Tracking: Once the RSO – (311, RSO) RESEA Orientation service has been moved to the 

bottom box, click NEXT >>

IMPORTANT: The “RSO – RESEA Orientation” service must be moved down to the bottom box BEFORE clicking 
NEXT >> otherwise the RSO service will not auto-post on the event attendee’s Service Plan page.

IMPORTANT: When rescheduling claimants for a future RESEA event, please ensure the RSO – RESEA 
Orientation (RSO) service is added to the future event through Attendance Tracking before rescheduling the 
claimant.
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Registration Method: Select “No registration required” from the dropdown menu | Click Next >>

IMPORTANT:  Leave the “Instructions” box Blank - if text is added in this field, it could cause the RESEA 
Orientation Letter mailing process to fail.
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Moderator: The information on this screen is pre-populated but can be Edited if needed | Click Finish | 

This is the final step. Clicking Finish adds this RESEA Orientation event to your Events Calendar.
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Event Information: Please review the RESEA event you just created to ensure all information is correct 

and to see your Event ID number| If edits are necessary, find the event on your events calendar and open to 
edit.  
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